Matthew R. Polk
9710 Fairwood St.
Littleton, CO 80125
303-618-7676
matthewpolk1@gmail.com
Summary of Qualifications

· Administrative professional with over five years successful office experience in medical and
       higher education environments; demonstrated leadership and supervisory experience.
· Skilled in budget and database creation and management, data analysis and reporting, auditing,
       fiscal and procurement responsibility; proactive approach; strong work ethic; detail-oriented.
·  Extremely organized and resourceful; successfully manages multiple projects simultaneously.
·  Excellent, positive interpersonal communication skills; proven ability to handle difficult people.
·  Flexibility in handling changing environments, priorities, and work requirements.
·  Advanced in numerous computer applications including Microsoft Word, Excel, Access, Power
Point, Outlook, SharePoint, Front Page, NEOGOV/COJobs, QuickBooks, HTML, Oracle and Banner,                      as well as in several customized data analysis applications including SPSS, PeopleSoft, and university travel reimbursement and payroll software.

Professional Work History

Regis University
Coordinator                                                                                                     Oct. 2011 - Present

                                                                                 
· Administrative Assistant to Academic Dean, Associate Dean and Assistant to the Dean for the College for Professional Studies.
· Responsible for meeting technology coordination using MS Connect, MS Office, Skype, Colleague & PolyCom phone system.
· Responsible for the creation and maintenance of Excel spreadsheet for Academic Integrity Board.
· Responsible for creation of charts, graphs, pivot tables and data tables for various meetings involving enrollment/retention.
· JCHEM Operations Coordinator for Regis University.
· JCHEM World Wide Conference Logistics Team Member; including technology and media point of contact.
· CPS Saturday Workshop scheduler, communication point of contact and evaluation summarizer.
· Responsible for catering orders.
· Responsible for Associate Dean P-Card reconciliation. 
· Responsible for COACME collections for past due memberships. 

International Association for the Study of Lung Cancer                               Nov. 2010 - July 2011
CME Coordinator

· Responsible for storage and assembly of marketing materials.
· Responsible for international distribution of marketing materials.
· Process credit card transactions relating to registration of conference participants.
· Work with confidential files and personal information.
· Responsible for collections for past due membership dues.
· Assist supervisor with clerical office duties including; filing, spreadsheet building, HTML/Front
Page processing, and distribution of membership materials, presentation duplication and
distribution, procurement of office supplies, FedEx, etc.
· Assist with IASLC exhibit hall booth for select domestic conferences.


Colorado Department of Public Health & Environment                                  July 2010 - Nov. 2010
Technician II (Temporary) – Medical Marijuana Registry

· Processed applications for patients looking to obtain Medical Marijuana Registry Card through
vast amounts of data entry, data queries, and database management.
· Helped write verbiage for HTML website and updated secondary sites using Front Page software.
· Verified documents for accuracy and clarified errors on a case by case basis.
· Followed State of Colorado laws dealing with confidentiality and procedures.
· Printed MMR cards and mailed them to patients.

SSA: Disability Determination Services, St. Paul, MN                                     Sept. 2009 - June 2010
Disability Examiner

· Developed, maintained and adjudicated Social Security Disability claims through technical
write up’s of cases utilizing confidential medical records.
· Contacted medical records sources and request needed medical information.
· Followed strict Social Security Administration laws and regulation guiding the determination
· Process.
· Use of specific Versa computer application to process all disability claims.
· Consulted with a staff of in-house doctors to assess the level of severity of medical
Impairments.
· Interacted over the phone with disability claimants and medical records sources.
University of Denver, Denver, CO                                                                  Dec. 2008 - Sept. 2009
Senior Event Coordinator & DU Shuttle Manager

· Coordinated, scheduled, created and sold permits and signage for event parking both on and
off-campus via website event request.
· Responsible for collections for past due parking fees and event payments.
· Charged permits and signage in FLEX database system while utilizing Banner computer system
to improve consistent revenue flow.
· Maintained and updated Parking Services membership/client database.
· Coordinated and implemented parking procedures for all 2009 commencement ceremonies.
· Completed weekly counts of generated parking currency; record results.
· Executed bi-monthly payroll using Attendance Rx payroll database system.
· Modified and maintained HTML and Front Page editor based Parking Services web pages.
· Managed a crew of 11 drivers and one full-time event coordinator, including hiring and firing,
scheduling and maintenance on a fleet of four shuttle vans ensuring quality P & T services.
· Worked closely with disabled students scheduling pick-ups and drop-offs utilizing an ADA
equipped shuttle van.
· Maintained statistics on shuttle ridership via large databases which also needed creation; created
graphs and tables for reporting to university officials.
· Revamped, created, and maintained statistics spreadsheets & access databases, thereby
optimizing shuttle efficiency.
· Educated students and staff on DU Shuttle operations, increasing ridership and effectiveness.

Colorado State University, Fort Collins, CO                                                      Sept. 2006 - Sept. 2008
Warner College of Natural Resources, Accounting/Administrative Assistant

· Oversaw payroll distribution process; included running, managing reports in MS Word and
MS Excel, MS Access and other databases.
· Maintained customized payroll database and data entry as well as processed vendor invoices.
· Tracked, analyzed and reconciled budgets for four different departments.
· Modified and maintained HTML and Front Page based web sites for the Warner College.
· Interpreted and explained program policies; prepared correspondence, processed
reimbursements.
· Applied State fiscal rules regarding University travel in processing travel reimbursement
requests.
· Maintained confidentiality of sensitive materials; kept necessary documentation and records.
· Demonstrated professional customer service skills with professors, faculty, staff, and students.

Colorado Rural Health Center, Aurora, CO                                                          Aug. 2005 - Sept. 2006
Auditor Independent Contractor (Contract Period)

· Audited medical supplies and equipment purchased with federal grant funds throughout the State
of Colorado.
· Developed, created and maintained databases to capture inventory information in real time.
· Analyzed data to determine areas of surplus or shortages; produced reports.
· Developed proposals to rectify overages or shortages.
· Team Lead for three subcontractors.

Education

· B.A., Sociology, Colorado State University - Fort Collins 2008
· M.S., Organizational Leadership, Regis University – Denver (Anticipated Grad: 2013)
· PTCB Certified Pharmacy Technician, Front Range Community College – Westminster, CO 2003
